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Introduction

In my report I will go after all my work I have been thought during my 1st term in level 4 of workplace in business, the reason for starting this course was because with the skills the academic teach me I will have more skills to open up my business as a bakery and continuing level 5 and 6 will get me all the qualities I need to start my own business, in this report I will go over,

            - Time management / with articles –
 (Brain Tracy book ‘Eat the frog’ Kolb’s theory, 80/20 rule)
·  Note-taking 
· Paraphrasing 

I will also be summarising everything and reflecting all the work I have learnt so far , and ending my report I will write you my conclusion and reference all my information, this report was a little to structure as this is my first report this term and as my first language is not English, and even though I grown up in England and went to school, I never did these types of reports before, but I did as I was thought I listened and I hope it is ok and up the right standard as told me to bring it to.




























Time management 
  

[bookmark: _Hlk79013731]Time management is to have a better organized lifestyle, it is the ability to put priorities first, like Brain Tracy said in this book that was published in 2007, ‘If you have to eat two frogs, eat the ugliest one first.’  ( www.goodreads.com/ )
What he means in this quote is to start the hardest work first and leave the easy for last.


Some might say they rather leave the hard most challenging topic for last, but I have to say I that Brain Tracy is correct because finishing the ugliest thing first leaves you stress free, and you have than more time on your hands for other and much easier things to do, you might even end up finishing all your work faster and have a cup of tea with a book to read next to you. (www.le.ac.uk, 2021)


Kobe theory is something similar, as it explains what you should do to extend your time management skills, ( www.simplypsychology.org/ )

· Planning- making notes on calendar to remind you of important dates.
· Goal setting- making points and prioritising them to mark them as done.
· Organizing – organizing your lifestyle will help you solve more problems, keeping ahead of schedule and not to be late to anything. 



As a carer I must have an organized lifestyle, looking after elderly people is for me very important, I need to make sure all the patients take the right medication, need to make sure they eat their meals and drink lots of fluid, changing their clothes, making sure they are well within, for me this is not only a job it is now part of my life and I enjoy my job as a single parent I know it is hard in this world, so I am doing my best so my child has a better life, taking notes of everything making sure nothing is wrong, I am building my ladder and reaching a bit higher then I am now .


The 80/20 rule is one of the pareto principle that is also very helpful concepts in life making it much easier to start and finish different types of tasks, it is best suggested if you put it like 20 percent of your hobby’s , activities that they will account to 80 percent of your work, for this reason changing the way you look at setting your self-goals will help you more then anything else, the more you research about this the more you read the more you will then understand.
[bookmark: _Hlk79013664](www.briantracy.com ) 














Note-taking

Note-taking is one of the best ways to remember what was said or what you have learned or what you need to do, buy, or attend meetings or appointments, having these skills gives you,

· Less stress
· Reminds you of what was said 
· Helps in education 
· Helps at work
· Sets goals 
· Prioritizes them each 
· Shows that you have active listening 


Once you get the hand of note-taking skills I helps you to Stay more organized while taking notes or while attending to things you made note of it is just as important as notetaking itself because if you have great notes to study it will help you active what you need to active and from that you are more like likely to do very good in your courses. 

 There are more different ways to help you be more organized whiles note-taking,
 if you use the Cornwell method leaving at least 2.5 inches margin on the left side of the paper you are writing or typing on whiles taking notes and if you skip a few lines giving space and making all the information clearer for you to read, and making the pints more visible for you, leaving space between them also helps. 
[bookmark: _Hlk79013695](www.bucks.edu )




Paraphrasing 

Paraphrasing was a bit of an easier but not as easy as note-taking subjects we went over and to be honest this helped me more with my report than I thought I didn’t copy and paste I read information and I put them in my own words, that Is what paraphrasing means its not a quote it’s a whole sentence, it can be written or even spoken. 
(dictionary.cambridge.org) 


To give you a better understanding to what paraphrasing means, I will quote what  Merriam-Webster dictionary says it means the restating ‘of a text or way of giving the meaning of the word in another way’ (quillbot.com/blog/what-is-paraphrasing/)
To understand what you can paraphrasing and what you can’t or are unable to and what you would paraphrase to be the right way of expressing what you are trying to say to another person or explain in your work or school studies.

Asking the Patient what type of food would he or she likes to eat, they tell me in their own words, but when it comes to the prep, we have different names and numbers for all the meals we give to our patients, the most important thing is understanding one another and even though all the staff signal each other differently we never yet made a mistake with what our patients need or want.





Summarising 

To go through all the work we as a class went through the first few weeks it was a bit harder to understand everything but I cant lie, taking notes of all the work made it a lot easier for me read through all the work, reading all the articles and work, that our teacher showed us and going through everything I am now able to say that my techniques are a lot better and my understanding went from level 3 to level 8 I am now more confident about my work and myself, 

When I started the subject on academic and employability skills, it opened me so much more doors, doors that I never knew I always had the keys for, my brain has worked harder than before I am now able to say I learned something important I am now even able to go ahead and help others in the same situation I was before I started this course, there were a few topics I was most vulnerable to like for example , academic writing, I cant even put in the right words how stress I was, I was so scared and stress that I would not be able to get through this course , 


But there again now o can say I was wrong because when I listened I am able to say my confidence levels boosted a lot since than and for that I am most thankful for my teacher(s) and for the university for accepting me to join their beautiful university, I am still waiting to go to campus but I will not lie that I also enjoy VLE , it’s a different type of learning boosting the industry and still helping pupils continuing to learn.


If I should explain more on summarising and how to do it you would need to find the,

· Objective – to what you are learning and researching for, summing the authors point of view,

· Independence – putting it all in your own words, finding good research but never copy and paste others work into your own because it shows you have not been active at listening in your classes.
[bookmark: _Hlk70029617](www.iue.edu, 2021) 














Reflection 


  To reflect on all the work we went through we first started learning about eating the bigger and most ugliest frog and subject as it is better to finish the most hardest topics and leaving the most simplest less stressful for last, doing as your told and thought makes you realise the bigger picture of everything and this is coming from someone whose first language is not English but Polish, looking back at all my worries I have to admit that it wasn’t worth it but it was worth learning everything I learnt till now, I am so happy I read the articles about Brian Tracy’s theories and Kolb’s way of seeing everything wider and clearer, or that if I work 20 percent it accounts to 80 percent of my marks, it was all worth it at the end and for that I am grateful,


Academically I am now stronger than I was before I started this course, my intuition’s on how to fix solutions and deal with all different types of problems really put everything into prospective, it is clearer to be on how to,

· Plan 
· Organize
· Set the correct goals 
· Prioritising important tasks first.
· Understood on how academic writing should be written.
· Structuring report.


Not only has my confidence boosted but so has my public speaking and my communication between each of my fellow friends in class.
Learning online is not as bad as some say, some say their communication has been damaged because they need to see eye to eye to have better communication, but for me personally I really like this way and I do my work look after my child and cook dinner, clean, learn.


I have now the equipment to improve my skills, I am, and I will continue to learn I see the good results; therefore, I am now more positive and my school notes and schools teaching, 

There are a lot of different questions to consider whiles writing a reflective report which include what you have learned from your experience? How have you developed from all your experience? What would you have done differently? What specific skills did you acquire as a result?

 (The Oxbridge research group ltd, 2021)
Reflection or reflecting is to express on everything you have learnt and showing proof and showing how you found it all, and to reflect on my work now I will say I am proud of all the work I have done.








Conclusion 

In my report I have given you a full written report of my understanding on academic and employability skills topic, even now that we are at the end of our 1st term level 4, I still can’t believe I came this far as to say I have finished it and can’t wait to the next term 2 level 4, I have covered the following subjects,

· Time management 
· Note-taking 
· Paraphrasing 
· Summarising 
· Reflection

And now I am finishing up my report my writing my full conclusion and showing you all my references from where I got all my information’s, I hope all my work is to the high standard I was asked to do, and again I am very thankful and grateful. 
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